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Overview 
 

 

The ADSA (Aging & Disability Services Administration) Web Access is a system designed to 

support County services for the Developmental Disabilities Administration (DDA) clients.   

Please note that ADSA is now known as ALTSA (Aging and Long-Term Administration). 

 

ADSA Web Access (AWA): 
 

¶ Offers a consistent and reliable interaction for Counties statewide. 

 

¶ Provides a County connection to specific areas of CARE (Comprehensive Assessment 

Reporting & Evaluation) application. 

 

¶ Collects more information from Providers to monitor quality. 

 

¶ Automates the billing and service authorization processes. 

 

¶ Connects to ProviderOne for payment. ProviderOne is a modern and efficient payment system 

that provides timely payment, reduces payment errors and fraud, and maximizes federal 

matching dollars. 

 

 

About this Workbook: 
 

This workbook provides exercises to get you up and running quickly on AWA.  The exercises are 

self-paced and designed to first tell you about a course of action, and then give you an opportunity 

to try it, step-by-step.   

 

 

Help: 
 
Please direct all questions about the AWA system to the ALTSA Help Desk at: 

 

o In the Olympia Area: 360-725-2460 

o Statewide: 1-800-818-4024 

o E-mail: ALTSAHelpdesk@dshs.wa.gov 

 

When you contact the ALTSA Help Desk you will receive a response within 24 hours and will be 

given a tracking number.  All contacts will be tracked in a database to ensure a resolution is 

established. 

 

Please see the Login ï Security information on page 6 of this manual for additional information 

about logging in for the first time. 

 

Please turn to the next page to get started. 
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Get Started 

Web Browser ï Get Around ï Quick Review  
 

Launch the browser: 

Launch your web browser as you normally do. 
 

Menus and Links: 

 

For Internet Explorer 11 or Firefox:   

 

 
 

Navigation Buttons: 

¶ The ñHomeòbutton returns you to the main page ï all browsers 

¶ The ñBackò  button returns you to the previous page(s) ï all browsers. 

 

Launch ADSA Web Access: 

 

 Enter the ADSA Web Access address: https://awa.dshs.wa.gov/ 

 

Tip  if you have problems viewing information ï CMIS screens are getting cut off - you can 

always change your view through a couple of quick keyboard combinations: 

 

¶ Hold CTRL and press + to increase text size ï all browsers 

¶ Hold CTRL and press - to decrease text size ï all browsers 

    

 

Please turn to the next page for information on how to login. 

https://awa.dshs.wa.gov/
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Login 
 

The ADSA Web Access is a site on the web where many users can access data.  There are several 

other groups besides Counties who need limited access to client data.  Some of these people will 

use the same ADSA Web Access; however, their security group will only allow access to the 

specific site they need.   

 

Prior to Login you need to obtain you Username and Password thru the ALTSA Helpdesk (see 

page 4 for contact information). 

 

1. Please type in your username. 

 

2. Enter the Password and select AWA County for the domain and click Login. 

 

 
 

 

3. Pull down the County menu and see your County(s).   

 

4. Click Continue.  The Work List will be displayed. 

 

5. Notice the upper right corner of the screen.  You will see your Username and the County 

where you are logged in.  You will also see a Help link. 

 

6. Click the Help link and explore it now.  (Close when you are finished.) 

 

 

 

 

 

 

 

 

Please turn to the next page for information on login security. 
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Login - Security 

 

Weôve implemented SSL (Secure Sockets Layer) to the ADSA Web Access. This will make the 

web site more secure by preventing others from gaining access to sensitive private information. 

Internet Explorer needs to be configured for the ADSA Web Access so that the SSL will work 

smoothly. 

 

Internet Explorer 11: 

When you first go to the website, you will see the following dialogue box: 

 

 
 

 

You see this error message because IE 11 has a detection system that checks to see if a websiteôs 

security certificate is signed by a valid third party organization.  IE 11 does not understand that we 

(like many small organizations that exist today) sign our own security certificate.  

 

 

You will have to specifically tell IE 11 that ADSA Web Access is a trusted site. 
 

 

 

 

 

 

Please turn to the next page for more information on login security. 
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Login ï Security continued 
 

 

1. To resolve this, click ñContinue to this website (not recommended)ò. 

 

2. When ADSA Web Access is displayed, click on the box with the words ñCertificate 

Errorò; it should have a red shield with an X next to it. A pop-up will appear: 

 

 
 

3. Click View Certificates; the Certificate will appear.  

 

4. Click the ñInstall Certificateò button, and follow the Wizard to install the certificate. 

 

 

 

 

 

Please turn to the next page for more information on login security. 
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Login ï Security continued 
 

Firefox: 
For Firefox, you will see the following warning when you first access the site: 

 
 

1. Click the Advanced button. 

 

2. Click the Add Exceptioné button that appears below. 

 

3. Click the Confirm Security Exception button in the resulting dialog box to complete 

importing the certificate.  

 

If you are using a different browser and you have questions, please contact your IT support 

person, or contact the ALTSA IT Helpdesk. 

 

 

Please turn to the next page for an overview of the Work List. 

mailto:altsahelpdesk@dshs.wa.gov
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Work List ï Get Started 

Overview  

 

The Work List displays notices and current activities about the status of referrals and 

authorizations.  The Work List is dynamic and changes daily as work is performed. 

 

The initial information in the Work List comes directly from client information entered into 

CARE (Comprehensive Assessment Reporting & Evaluation) by the DDA Case Manager. 

 

 
 

The Work List provides a method to manage the review/approval processes flow.   

 

  Look at the items in the Work List:  

1. Pull down the menu and select each choice to see the different lists. 

                 Choices include: 

a. Referral ï Pending County Review 

b. Referral ï Approved, Pending Authorization 

c. Referral ï Recently Withdrawn 

d. Authorization ï Recently Approved 

e. Authorization ï Recent RAC or Fund Source Change 

f. Authorization ï To-Date in Next 30 Days 

g. Authorization ï To-Date in Past 30 Days 

 

2. Return to ñReferral ï Pending County Reviewò when you are finished. 

 

To Sort any list: 

3. Click a column header and the list will sort by that column.  (Click again and the sort will 

go in the opposite order.) 

 

 

 

 

 

 

Turn to the next page to practice navigating through the Referrals ï Pending County Review. 
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Work List 

Referral ï Pending County Review  

 

The DDA Case Manager will enter County referrals into CARE.  When the Case Manager 

completes the information and marks the status as ñPending County Responseò a notice is added 

to the AWA Work List.  

 

 
 

 

The Service County will deny or approve the referral.  When the County finalizes the referral, the 

DDA Case Manager will receive a ñTicklerò the next day that the referral is ready for 

authorization or withdrawal.   

 

If you click on a Request Date or Client Name, a screen detailing the County Service Referral 

Request will be displayed. 

 

 

  Try it:  

1. Click on a clientôs request date or name. 

 

The Referral Request detail screen will be displayed.  (We will work with this screen 

next!)  Note:  Once you are looking at a clientôs record, you have exited the Work List. 

 

2. Click the Work List tab to return to the Work List. 

Note:  You have now exited the Referral Request and are back on the Work List. 

 

3. Letôs look at a client ï choose a client from ñReferral ï Pending County Review.ò 

 

 

 

 

 

 

 

Turn to the next page for information about the Referral Request detail screen. 
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Referral Request Detail Screen Overview 

 

The Referral Request detail screen is divided into three (3) sections.  The top section ñCounty 

Service Referralò is populated from the CARE application that the DDA Case Manager 

completes and is view only.   

 

When you view the Referral Request detail screen you will see links to the clientôs information 

screens (Left column. We will explore these screens later). 

The Resident County Response section is auto populated with information about the clientôs 

residence.  This is informational only. 

 
 
 

 

 

 

You can print this document to use as a planning tool when you are talking with the Provider.   

Click the Print  button at the bottom of the screenïa PDF document will open.  (Close when you 

are finished.) 

 

 

 

Turn to the next page to finalize the clientôs referral request. 
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Finalize the Referral Request 

Sample scenario: 

Our client is a 21-year-old student.  The client recently graduated from school and is transitioning 

to adult services with a new job.  The client has been referred to an Individual Employment 

Provider.  Provider had determined that they will be supporting this client 16 hours/month.    

 

1. You should be viewing your clientôs Referral Request detail screen. 

 

2. Scroll down to the Service County Response section. 

 

3. Enter the information into the fields.  TIP:  You can click into the next field, or press the 

[Tab] key to jump. 

 

4. If you enter the ñResponseò first, you will see that some items turn red and you will 

receive a ñSystem Messageò about required fields.  Change the Response to be blank and 

continue. 

 

 
 

5. Enter the ñPlanned Startò date, it cannot be earlier than the ñTentative Start Dateò provided 

by the Case Manager. 

 

6. The Unit Type will auto populate based on the selected Service Type.  
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Turn to the next page to continue an overview on finalizing the clientôs referral request. 

 

7. Confirm the Case Managerôs chosen Provider by selecting the same one.                     

Note: If you know something about this provider, like they are at capacity, reject the 

referral and make a comment to the Case Manager.  In fact, if you notice any errors, like 

the service type doesnôt seem appropriate, reject the referral and make a comment to the 

Case Manager. 

 

8. Enter the Maximum units in a month or ñMax Units/Monthò.  This represents the service 

hours a client can expect to receive from the service provider in a month. 

 

9. Enter the Maximum unit rate or ñMax Rate/Unitò.  This should be consistent with your 

Countyôs Rate / Fee Schedule and is connected to the ñUnit Typeò chosen.   

 

10. Make sure to choose ñApprovedò for the Response) and ñFinalizedò for the Processing 
Status.  The request can now be processed.  

 

 

Here is an example of a referral ready to be finalized:  

 
 

 

 

When the Service County changes the Processing Status to ñFinalizedò the clientôs DDA Primary 

Case Manager will be notified the next day.   

 

NOTE:  The ñPlanned Start Dateò will be the default ñFrom Dateò on the Service Authorization.  
 

 

 

Turn to the next page to continue an overview on finalizing the clientôs referral request. 
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Save the Referral Request 

 

The     button is like an ñundoò button.  It will cancel all the entries. 

  

¶ If the screen is view only, the ñExisting Authorizationò box will be checked.  This means 

that the request was previously finalized and an authorization already created. 

¶ If DDA has withdrawn the request, the ñProcessing Statusò field will display ñWithdrawnò 

and the screen will be view only.   

 

Click the      button. 

 

You will be returned to the Work List. 

 

¶ Once you have finalized and saved the referral request, it will be dropped from the 

ñReferral ï Pending County Reviewò Work List.  (Look at this Work List to see.) 

 

¶ The DDA Primary Case Manager will then authorize or withdraw this approved request in 

CARE. 

 

¶ The request is added to the ñReferral ï Approved, Pending Authorizationò  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Turn the page to see what a case manager views in the CARE for Referrals / Authorizations.
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Work List 

DDA Case Manager Client Referral / Authorization Screen 

 

DDA Case Managers use this County Referrals/Authorizations screen in CARE to process both 

referral requests and authorizations.  This is what a Case Manger sees: 

 
 

 

 

 

 

Turn to the next page to look at the Referral ï Approved, Pending Authorization.   
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Work List 

Referral ï Approved Pending Authorization 

 

ñApproved, Pending Authorizationsò are referrals that have been approved and are in finalized 

status.  When you finalize a referral request, the DDA Case Manager will receive a tickler the next 

day in CARE.  Clients will remain on this list until the referral request has been withdrawn, or an 

authorization has been created. 

 

1. Click the Work List tab. 

 

2. Pull down the Work List menu; choose ñReferral ï Approved, Pending Authorizationò. 

 

 
 

 NOTE:  Clicking clientôs name or request date will return you to the Referral Request detail 

screen.  (Click the Back button on your browser to return to your place in the Work List.) 

 

 

Referral ï Recently Withdrawn 

 

If DDA withdraws the referral, the request will be removed from the Approved, Pending 

Authorization list and placed on the ñReferral ï Recently Withdrawnò list.  Referrals on this list 

have a status of ñwithdrawnò within the last thirty (30) days.  Clients will remain on this list for 

thirty (30) days.  They will be removed from this list after that time. 

 

1. Pull down the Work List menu; choose ñReferral ï Recently Withdrawnò. 

 

 
 

 

Turn to the next page to look at the Authorization ï Recently Approved. 
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Work List 

Authorization ï Recently Approved 
 

Once DDA has authorized the service, the referral will be removed from the Approved, Pending 

Authorization list and placed on the ñAuthorization ï Recently Approvedò list. Recently Approved 

authorizations are those that have been completed within the last thirty (30) days.  Clients will 

remain on this list for thirty (30) days.  They will be removed from this list after that time. 
 

1. Return to the Work List; choose ñAuthorization ï Recently Approvedò. 

 
 

Note: the number in the ñAuth Numberò column is a link. 
 

2. Click the ñAuth Numberò to go to the County Service Authorization detail screen:   

   This screen is view only. 

 
 

NOTE:  Each Authorization is now required to have an end date.  The end date (To Date) can be 

extended for one year at a time, with the exception of child development services.  The ñTo Dateò 

for child development services will auto populate with the date one day prior to the clientôs 3rd 

birthdate. 

 

 

Turn to the next page to view the Authorization ï Recent Funding Source Change list. 
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Work List 

Authorization ï Recent Recipient Aid Category (RAC) or Fund Source 
Change 

 

ñRecent RAC or Fund Source Changeò records are authorizations with a second or subsequent 

RAC Start Date within the last thirty (30) days.  The dates are recorded in the RACs table.  

Clients will remain on this list for thirty (30) days.  They will be removed from this list after that 

time.  

 

1. Return to the Work List; choose ñAuthorization ï Recent Funding Source Changeò. 

 

 
 

2. Click the authorization number to go to the same Service Authorization detail screen. 

 

The RAC table displays funding history and shows the start date for each funding source 

for this service.  Note: The ñFundingò table shows a history of funding prior to RACs, 

January 1, 2016. 

 

 
 

 

 

 

Turn to the next page to view the ñAuthorization ï To Date in Next 30 Daysò Work List. 
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Work List 

Authorization ï To Date in Next 30 Days 

 

The ñTo Dateò in ñNext 30 Daysò screen lists authorizations with a ñTo Dateò (end date) within 

the next thirty (30) days.  Clients will remain on this list for thirty (30) days.  Within 30 days you 

must renew the authorization or it will be removed from this list and go to the Date in Past 30 

Days. 

 

1. Return to the Work List; choose ñAuthorization ï End Date in 30 Daysò. 

 

 
 

 

NOTE:  Clicking the authorization number will take you to the same Service Authorization detail 

screen. 

 

 

 

 

 

 

 

 

Turn to the next page to look at the Authorization ï To Date in Past 30 Days.  

 

 
 
 
 
 
 
 
 
 



 

21 
 

Work List 

Authorization ï To Date in Past 30 Days 

 

 

Authorizations with a ñTo Dateò within the last thirty (30) days will be listed.  Clients will remain 

on this list for thirty (30) days.  They will be removed from this list after that time. 

 

1. Return to the Work List; choose ñAuthorization To Date in Past 30 Daysò. 

 

 
 

 

 

 

Note: the ñTo Dateò means --- do not pay after this date! 

 

 

 

You have finished with the Work Lists.   

 

 

 

Turn to the next page to practice searching for a client.   
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Client  

Search  

 

The Search function will retrieve clients currently or previously living in the County, (active and 

inactive) with a referral or authorization. 

 

1. Select the Client tab. 

 

 
2. Enter your search criteria into one (or more) of the fields, and click Search. 

Note:  You can enter a partial last name or a partial first name.  The SSN and ADSA ID 

fields will require exact matches. 

 

3. Sort the columns by clicking in the column header if the list is long. 

 

4. To view the clientôs record click the clientôs name and his/her Demographic screen will be 

displayed. 

 

TIP:  There are two ways to return to the search screen. 

(1) Return to your search list: Click the back  button and you will be returned 

to your search list. View another client from the list. 

 

(2) Notice the ñClient Searchò link (at the top of the left column):  

Click to return to a blank screen 

 
 

 

 

 

Turn to the next page for a quick overview of the Demographics screen. 






















































































































